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Steamship-ticket and Money-forwarding
Agents’ Accounts
By Louis H. Ruden
The accounting requirements of the steamship-ticket and
money-forwarding agent present no complex problems nor serious
technical difficulties; and while those features peculiar to the
business will necessarily demand special methods of treatment,
they are simple and involve no new or complicated principles.
The business of the agent consists of selling steamship tickets;
preparing the various documents required by the passenger; for
warding money; trading in foreign currencies as well as in
Liberty bonds and sometimes also in other securities; collection
of bank deposits and wages for customers from out-of-town
localities; writing letters, etc., for illiterates; insuring and for
warding customers’ baggage to steamers, and similar services.
Sometimes the agent is also the owner of hotels for the accom
modation of waiting passengers; occasionally he is an insurance
broker, frequently a banker. Indeed, many banks with a foreign
clientele devote one or more departments to the business of the
legitimate agent. We shall not here concern ourselves with the
hotel, insurance or banking business, but confine our discussion
to the transactions of the ordinary agent with no foreign cor
respondents.
While there are agents who do business on the instalment
plan, these are few and generally insignificant, and need not be
taken into account here. The business of the great majority is
run entirely on a cash basis, so that accounts receivable and, inci
dentally, bad debts are both happily eliminated. Similarly, as he
wants few supplies, he may dispense with the accounts payable
ledger. The few creditors appearing on the books may be kept
readily in the general ledger.
The financial books in use are:
Pending-receipt book
Cash received voucher book
Cash paid voucher book
Cashbook
Journal
Ledger
Other books and records for statistical purposes may be kept,
but these we need not consider.
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The operating accounts in the general ledger may be classified
as follows:
Income accounts
Expense accounts
Steamship-ticket commis
Salaries
sions
Advertising
Documents
Circularizing
Money forwarding
Rent
Foreign exchange
General expense
Baggage
Insurance
Miscellaneous income
In addition the usual asset and liability accounts are kept, of
course, as well as accounts with the currency of each country
concerned and with each steamship and money-transfer company.
The books are balanced monthly; the various income and expense
accounts are closed in the customary manner to a profit-and-loss
account, and a balance-sheet and a statement of earnings are
made up.
After these preliminary remarks we may proceed to take up
in detail the books, the accounts and the transactions.
Pending-receipt book is an ordinary receipt book, bound
and consecutively numbered, with detachable receipts and remain
ing stubs. For convenience three receipts may be printed on a
page, so that the book will have the appearance of the usual
form of cheque book. These receipts are issued in conjunction
with (a) deposits frequently required from customers to insure
against cancellation of orders; (b) money received through the
mail or otherwise the amount of which is insufficient for the
purpose intended or the disposition of which is temporarily
uncertain; (c) cheques or drafts received for collection, payment
upon which will be deferred until collected; (d) amounts left
by passengers for temporary safe-keeping. Money thus received
is credited through the usual medium to an accounts-pending
account in the general ledger, in the numerical order of the
pending receipts issued therefor, each receipt being given one
line in the ledger as is done in the case of “sundry accounts” in
personal ledgers.
These amounts necessarily are eventually either refunded to
the customer or applied to the purchase price, as the case may be.
In the first instance the amount paid is debited in the regular
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manner by means of a cash-paid voucher to the corresponding
number of the receipt redeemed in the accounts-pending account.
When the amount is to be applied to the purchase price, it
becomes necessary to transfer this item from the accounts-pending
account to its proper account. To simplify this procedure and
avoid a host of journal or contra entries, the transfer is effected
by means of a pending-receipt-redeemed column, provided both
on the cash-received voucher and on the debit side of the cash
book. This transfer is made only at the time the balance due on
the transaction is paid. On the cash-received voucher the full
amount of the transaction is first shown (the pending-receipt
returned being considered as cash) ; the receipt is then deducted
and the net amount is brought down. In the cashbook this is
similarly entered, the pending-receipt-redeemed column being a
deduction and therefore a debit column (on the principle of the
ordinary discount column kept in cashbooks). The items there
from are debited to their corresponding numbers in the accounts
pending account. In a busy office where hundreds of these
receipts are issued and redeemed weekly the advantage of this
method cannot be overestimated. In such cases a controlling
account only of these accounts pending is kept in the general
ledger, and the individual items are posted to a subsidiary ledger.
Cash-received-voucher book. Vouchers about 3x6 inches,
bound consecutively, numbered and perforated three or more to
a page, with permanent duplicate sheets, constitute the original
entry books for all cash-received transactions. A money column,
a pending-receipt-redeemed column and four or five lines to
permit the segregation of the several items charged, as well as a
space for the date and sales clerk’s initials, are provided. A
301

CASH RECEIVED VOUCHER

Customer’s name

DEDUCT
PRR
No Amt

John Smith

For
American S.S. Co. prepaid ticket No. 1234
Commission
Baggage
Insurance
Letter writing
Date: Jan. 5, 1921
Clerk: J. T. W.

106
5
2
2
1

50
00
50
00
00

391 10

117 00
Amount received
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voucher is made out for each transaction, showing the accounts
affected, customers’ names and where necessary other explana
tions. This voucher with the cash goes to the cashier and finally
to the bookkeeper for verification and entry. A carbon copy of
the transaction remains in the book for reference.
The cash-paid-voucher book contains vouchers similar in
form, size, etc., to the cash-received vouchers. They differ from
the latter only in color, so as to be readily distinguishable, and in
the omission of the pending-receipt-redeemed column. These
vouchers are used exclusively for cash paid out of current receipts.
When conditions warrant it, two sets of cash-received and
cash-paid vouchers may be used simultaneously. These should
be differently colored, one set being used for counter transactions
and the other for mail transactions. This would necessitate the
use of two separate cashbooks.
The cashbook contains entries of all cash-received and cashpaid vouchers, listed numerically. It will be noted that payments
made by cheque do not appear in the cashbook at all but are
entered in the journal, as explained later. The difference between
the daily receipts and payments is deposited on the following
morning, and a cash-paid voucher for that amount is made out,
so this book should be balanced daily.
The debit side has the following columns: cash received;
pending receipt redeemed No...; pending receipt redeemed
amount; (the last two are debit columns as before explained);
sundries; steamship ticket commissions; baggage; insurance;
documents; miscellaneous income. The sum of the first and third
columns will equal the sum of the last six.
Cash Received January, 1922
Vouch
No. Date

Item

Cash

Deduct
P.R.R.
No.Amt. Sundry Comm Bagg

5

Amer.SS.P. 1234

302

6

Amer.Exp.No.56789
(for 10,000P.Mks)
50 00

50 00

15 00

15 00

303

P.R. 1413

107 00

391 10

106 50

301

5 00

Ins

2 50 2 00

Doc Misc.

1 00

Pending-receipt-redeemed and sundries columns are posted in
detail—the others in total only. Cash column need not be posted
at all.
The credit side of the cashbook has columns for cash paid;
sundries; documents; general expense; bank. When a control
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account is kept for the accounts pending, special columns are
required on both sides of the cashbook. To provide the cashier
with funds after the deposit is made, a cashier’s fund of say $100
is kept on hand.
The journal performs at once the functions of the credit
side of the ordinary cashbook and the common journal. How
ever, if regard for tradition or a keener judgment or what not
deters one from such usage, two books may be employed. The
divided journal of three columns on either side with an explana
tion space in the centre is suitable for that purpose. The debit
columns may be headed general expense, advertising, sundries.
On the credit side may be sundries, money forwarding (profit)
and bank. All cheques issued are here listed chronologically, the
account chargeable being placed in one of the debit columns and
the credit in the bank column. Adjustments made on money
forwarding advices are journalized immediately beneath the
entry for the cheque issued in settlement thereof. For example:
American Express Co. Dr. $500.00 to bank, Cr., $500.00
Cheque No. 303 issued in settlement of our advice of
this date.
American Express Co. Dr. $27.50 to money forwarding
Cr. $27.50.
Our profit on above advice.
Monthly closing entries and all other usual journal entries are
also made in this book. The totals of all columns with the
exception of sundries are posted at the end of the month.
The ledger is used exactly as in all other kinds of business
and requires no special remarks.

The Transactions
Steamship-ticket transactions. The agent represents as
many steamship companies as possible. They sometimes number
twenty-five of more. His profit from this source consists of a
fixed percentage on the price of each ticket, which is prede
termined by the company and is alike for all its agents. Since
the war this rate has been almost uniformly 5 per cent. on the
gross ocean fare. The reader will understand that the ocean fare
is not the only charge included in a steamship ticket. Railroad
fare from port of landing to passenger’s destination is often
prepaid by the passenger. A war tax is collected by the govern
ment from each passenger. On such items no commission is
paid to the agent.
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Tickets are of two kinds: “outward,” entitling purchaser
here to passage abroad, and “prepaid,” entitling bearer abroad
(for whom the ticket was purchased here and forwarded) to
passage to this country. Another classification is by accommo
dation on the steamer, such as first class, second class, third
class, steerage, cabin, etc. But while these distinctions determine
the price of the ticket, they do not affect treatment on the agents’
books. Blank tickets are furnished the agent gratis by each
company. These are in book form and are consecutively num
bered. The numbers rather than the names of the purchasers
are carried through the financial books. Upon sale of a ticket,
a cash-received voucher is made by the sales clerk, giving the
name of purchaser, the name of the steamship company, the
number of the ticket, and the amount received separated into its
elements of cost and commission. In entering the voucher in the
cashbook the full amount received goes into the cash column,
the amount due the company in the sundries column and the
commission earned and the various other charges in their
respective columns. The amount in sundries is then posted to
the company’s account in the ledger.
As soon as possible an “advice list” is made up, showing the
number of each ticket sold, the names of the passengers and their
destinations, amounts collected and due the company and such
other information as the company requires. While this list is
usually made by the sales clerk from the stubs of the tickets sold,
the bookkeeper should verify it from his ledger entries. A
cheque is drawn for the amount due the company and is remitted
together with the advice list. This cheque is posted from the
journal to the company’s account, which should then be in
balance. Refunds for canceled tickets are credited to a refund
account when received from the company and charged to that
account when paid to the customer. It will thus be seen that
very frequently the busy agent will be in possession of large sums
belonging to the various companies. For that reason he is usually
bonded by each company.

Money forwarding. It is not the purpose of the writer to
enter into an exhaustive discourse on foreign exchange, even if
he could. Nor, indeed, will this be necessary, for though fluctu
ations in the rate of exchange directly and materially affect the
agent’s profits, it must be remembered that we are discussing the
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affairs of an agent only, not of a principal, and his initiative is
limited.

In the first place be it understood that the actual money sold
by the agent for transmission abroad is neither seen nor handled
by him—far less forwarded. This .is all done by the forwarding
or transfer company which is equipped with the necessary
facilities of foreign offices and correspondents for the purpose.
The latter also assumes all liability of delivery and of refund if
no delivery can be effected.
The agent’s transactions consist in the selling of drafts and
cheques in their various forms and modifications, drawn on the
transfer company. Books of these cheques, drafts and receipts,
advice sheets, etc., are furnished the agent. These have stubs
or duplicate sheets, are numbered and, as in the case of steamship
tickets, accounts are kept with the numbers, not with the pur
chasers. An example of these transactions will perhaps best
illustrate the points involved.

A customer desires to send 100,000 Polish marks to Warsaw,
Poland. The agent obtains the latest rate (let us say 40 cents
per 1,000) from the transfer company, adds his profit (which is
governed by competition and market conditions) of 10 cents
per 1,000, and charges the customer 50 cents per 1,000 plus the
company’s postage charge of 50 cents—in all $50.50. The agent’s
profit is $10.00. A settlement statement or advice is made up,
giving payee’s name and address and amount to be forwarded.
This with a cheque for $40.50 is sent to the company. The
latter then advises its correspondents in Warsaw to pay to the
designated person 100,000 marks, and upon their doing so the
whole transaction is completed, so far as the agent is concerned.
Suppose, however, that before the agent has advised the sale to
the company there is a slump in the rate of exchange to 35 cents
per 1,000. The agent then makes his advice on the basis of the
new rate and his profit is increased to $15.00. If on the other
hand the rate jumps to 45 cents per 1,000 his profit is reduced to
$5.00. It is clear that in such cases the agent’s profit is not
exactly known when the sale is made, but is contingent upon the
rate of exchange when the advice is sent. This gives opportunity
for speculation to the unscrupulous agent by unduly delaying the
advising of his orders until a favorable drop in the exchange
rates occurs.
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The method of recording these transactions reflects the
uncertainty of their results. When the sale is made the full
amount received is credited to the company’s account and remains
there as a liability until the advice is made up and settled. When
that is done the settlement cheque is charged to the company’s
account. The profit is then ascertained on the entire advice, by
comparing cost and selling prices of each item, and a journal
entry is made charging the company’s account and crediting
money forwarding (income) with that amount. This entry would
naturally balance the company’s account. Unless business is dull
an advice will contain a good many items. In normal times, when
fluctuations of the rate of exchange are never very marked, this
method of transferring money works fairly well. During the
war, however, and the unsettled conditions prevailing in Europe,
many of the money orders forwarded could not be executed by
the transfer companies because of their inability to find the payee.
For reasons not very clear, it sometimes took several years for
the company to apprise the agent and through him the customer
of the non-delivery of the order and to offer a refund. During
this time European exchange had taken a sharp decline so that
customers who had paid say $300 or $400 for 1,000 rubles were
tendered in refund a ridiculously small fraction of the original
amount. This was naturally imputed to the manipulations of the
agent, though he was entirely innocent of any wrongdoing. The
agent neither makes nor loses on a refund. He simply turns over
the amount received from the company to the customer.
To protect the sender in the above cases from such loss, the
expediency of forwarding money in United States dollars is now
generally acknowledged. This does not signify that the payee
will receive his money in dollars; it means merely that he will
get as much of the currency of the country in which he is as the
dollars advised will buy at the time payment is made. The
advantage in this is that the sender in the case of non-delivery
will receive the full amount paid in, less, of course, the agent’s
and company’s charges for service. Money forwarding on this
basis in no way alters the agent’s bookkeeping methods, for
though the profit is here nothing more than a charge for services
in no way dependent upon exchange rates, yet for convenience
it is still calculated on the advice rather than on each separate
transaction.
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Money sent by telegraph or cable does not differ from the
methods above outlined. For an additional charge the transfer
company instead of advising its foreign correspondents by
mail to make certain payments, which is the usual routine, does
so by telegraph or cable to expedite delivery.
Refunds are handled like refunds on steamship tickets.
Foreign-money-exchange transactions consist of buying and
selling the various foreign currencies both paper and specie. The
profit or loss would ordinarily be the difference between cost and
selling price, but here too the element of fluctuation must be
reckoned before accurate results can be obtained.

Ledger accounts are kept with the money of each country,
such as rubles, francs, lire, Austrian kronen, Polish marks, lei,
etc. These are debited both in dollars and the foreign equivalents
for all purchases and credited similarly with all sales. At the
end of the month the balance on hand is calculated at the current
rate and the difference between the amount thus obtained and the
book values is the profit or loss for the month. This difference
is then corrected by a charge to the account and a credit to foreignmoney exchange in case of a profit or the entries are reversed in
case of a loss. Liberty bonds and other securities of similar
nature would be treated in like manner.

We may dismiss the other sources of income with a word.
Documents account is credited with the income received from
the sale thereof and is charged with the cost of paper, vises,
notary fees, etc. The invoice for all baggage delivered will be
received from the express company at the end of the month, so
that the baggage account may be charged. The credits for this
account as well as for insurance will come from the cashbook.
The cost of the insurance sold is known at the time of sale.
The expense accounts are self-explanatory.
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